
<<Date>>
<<Applicant’s address>>
Dear <<applicant’s name>>
Re: Creative Communities Scheme

Congratulations. Your application to the <<date of round>> Creative Communities Scheme round has been successful. 

Details of your grant:
Applicant name: <<applicant’s name>>
Project title: <<project title>>
Reference number: <<reference number>>
Amount offered: <<amount>>
This grant has been tagged specifically towards the following costs:

<<delete if not applicable or insert details>>.

Your commitment:
When you applied under the scheme, you signed a declaration stating that if your application was successful you would:

· complete the project as described in your application (or request permission in writing from the Creative Communities Scheme Administrator for any significant change to the project)
· complete the project within a year after the funding is approved

· complete and return a Project Completion Report form within two months after the project is completed

· return any funds that you do not spend

· keep receipts and a record of all expenditure for seven years
· if required to, participate in any funding audit of your organisation or project carried out by the local council

· use the  Creative Communities Scheme  logo in all publicity (eg poster, flyers, e-newsletters) for the project and follow the guidelines for use of the logo. Logo and guidelines can be downloaded from the Creative New Zealand website: http://www.creativenz.govt.nz/about-creative-new-zealand/logos 

· contact the Creative Communities Scheme administrator to let them know of any public event or presentation that is funded by the Creative Communities Scheme 

· acknowledge the Creative Communities Scheme funding at event openings, presentations or performances 

Project completion report:

Attached is the Project Completion Report Form. You must complete and return this within two months after your project has been completed. If you do not send us a satisfactory report you or your group will be ineligible for any future funding from the Creative Communities Scheme.

Please make sure you keep a clear record of how you spend this funding and your participant and audience numbers as you will need to include this information in your report. We may also need you to send us copies of your receipts so please keep these in a safe place.
If you have any questions please contact us.
We are pleased to be able to assist you and wish you every success with your project. 


Yours sincerely

<<Name>> 
<<Title>>
Insert Creative Communities Scheme logo for your area








